DEPARTMENT OF GENERAL SERVICES Schedule No. [~ F L 3
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 2
Agency Division/Unit
Washington County County Commissioner’s
Item No Description Retention
1 General file : Screen annually. Destroy

-consists not limited to: correspondence; permits; budget material having no further
information; oath of office; resolutions; transcripts; impact fees| administrative, fiscal, legal or
studies; inventory list; training material; purchase orders operational value. Retain

permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland

Archives.
2 Land convey files Screen annually. Destroy
-contains but not limited to: newspaper ads (intention to material having no further
convey land); notice of intention to convey land, - administrative, fiscal, legal or

correspondence, site drawing; board of zoning appeals decision| operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland

Archives.
3 Rezoning hearings (originals) - correspondence, graphs, Permanent. Transfer
blasting programs, resumes, case files, application for map periodically to MD State

amendments, zoning maps, handwritten notes, cassette tapes, | Archives
application for amendment, site drawings, photos

Approved by Department, Agency or Division Representative Schedule Authorized by State Archivist

Date June 21, 1999 JuL 20 1999

Date
Signature (/E_Q;N \,_ &\M 3 ; g /
—_ - Signature C. #’. /
[ 4
Type Name Joni L. Bittner

Title . County Clerk




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. C?é 3

(CONTINUATION SHEET) Page 2 of 2
Item No Description Retention
4 Correspondence reading file: correspondence sent and Retain for three (3) years, then
received by the County commissioners destroy

5 Meeting minutes - cassette tapes Retain for one (1) year, then
reuse.

6 Closed session minutes of Commissioners meetings Permanent. Transfer periodically
to the MD State Archives

7 Board of County Commissioners minutes of meetings; Permanent. Transfer periodically

resolutions; ordinance

b

to the MD State Archives




DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

~ TYPEZ OR PRINT A SEPQRRATE FORM FOR EAGH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {0G$ 550-1) 7275 WATERLOO ROAD ;
P.C BOX 275 - JESSUP, MARYLAND 20794 Page ot

1. DEPAR!HENTIAGENCY

2 omsion O 2L O /L 3. uNT
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DEFleou d Rocofd- Sericw - A group of reluted resords normally Rled tnd used a8 a unit for reterence a8 well as tetention and dispositon purposes.

4. RECORD SERIES TIWLE &, -, /I/ff/’*g/_/' L /5/"7 = ) 5. EARLIEST YEAR | LATETEST YEAR

(o ilerT) | /W

6. RECORD SERIES DESCRIPTION ( Briefly cosc(.bo the types of infarmation/documenis/forms found in the zm. Include the purpose of funcuahs of (he Sefes)
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lphabetcal O Mictofim Reet {s)
© Comouter Tape 5)

O Legai Sze G Compuier Tape 0 Numerical z o Other (Specify)
O Bound Bock O Floppy Disk O Chronological Nuymber % W

a Audio Tape O Video Tape . © Geographicat 10. ANNUAL ACCUMULATION
O Filg Drawer (3)
o Other (Specily) o Other (Spacily) O Mcrefilm Ree! (5}

Q Computer Tape(s)

j/é)/&—]’_‘ O Othes (Specify)

Number
11. FILE IS YSED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly o Monthly O Month(s) a  Yesr(s)
Number
EU&RENT LocmON(S)( dl Floor Room) / % 14, 13 RECORD SER!ES DUPLICATED ELSEWHERE? {f yes specify agency of office)
A\l
o VYes & No
&%me//
15. ACCESS RESTRICTIONS (If yes, cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes 8 No a None o Siale O Federal O indepencent
17. 1S AN INDEX SYSTEM USED? (If yes explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/sollware)
O Yes o No Mg é 6/1@/ ﬁ’é K/é ‘i ;éé;/?/&
15. NAME ANO MTLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

|
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INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (0GS 550-1)

1. DEPARTMENT/AGENCY

st e 7500 £,

DEPARTMENT DF GENERAL SERVICES:
RECCROS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 2079¢

_AGENCY RECORDS INVENTORY

Pagecs 5 ot
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3. UNIT

——

DGmeou/Roeord- Serive - A group of related records normally fled and used a8 s unit for reference as

well a8 tetention and disposifion purposes.

4. RECORD SERIES TITLE /’ M C’p/}/ = / %/’— / e&é

5. BARLIEST YEAR | LATETEST YEAR
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6. RECORD SERIES DESCRIPTION ( Briefly coscride the types of informationidotumenissiorms found in the Series. include 1he purpose of funcush of the Seres:
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1. R:WES FORMAT(S)
Letter Size

8. RECORD SERIES SEQUENCE

9. VOLUME

o/rileo{er(s}

O Microfilm Alphabetical / O Miciofilm Reet (s)
© Comouter Tape (5)
© Legai Size Q Compuier Tape @ Numerical o Oiher (Spetify) o
© Bound Beck O Floppy Disk G Chronslogicat Nuymber L'Z/, FZ,
0 Audio Tape 0O Video Tape © Geographica! 10. ANNUAL ACCUMULATION
O Fiig Orawer (3)
© Other (Specily) O Otner (Spacify) . O Mereliim Ree! (s)
: ' O Computer Tage(s)
' O Othes (Spezify)
Number
1. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily o Weekly o Menthly ©  Momh(s) © Yesis)

Number

3.

$)/(Eldg.. Floor, Roor)
- /t)_77 /%/\

URRENT LOCATION(:
1) 7 ‘é/

14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (! yes. specify agancy or office)

‘describe any hardware/saitware)

o Yes No

g O Yes c No
15. ACCESS RESTRICTIONS (if yes, cite law(s) & ragulation(s) 16. AUDIT REQUIREMENTS

O Yes o No G None o suh O Federal Q9 independent
17. 1S AN INDEX SYSTEM USED? (1 yeé, explain briefly and 18. RECOMMENDED REVENTION :

is2 Genteral 7 le fefh T

13. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE
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SCHEDULE (DGS 550-1)

INSTRUCTIONS ~ TYPE CR PRINT A SEPLRATE FORM FOR EACH NEW
REVISED RECORO SERIES. FORWARD WITH RECOROS RETENTION

RECCRDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 20794

1. DEPARTMENT/AGENCY
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Page 7{ ot
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7. R:::RD/SEBJZS FORMAT(S)
etter Size O Microfiim

O Legal Size G Compuier Tape
© Bound Book O Floppy Disk
o Audio Tape Q Video Tape

ther (Specily)

Jopse Sz s

8. RECORD SERIES SEQUENCE
QG Aphabetcai
O Chronsiogics!
¢ Geographica!

a Other (Spacty)
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5. VOLUME /
~ile Drawer(s)
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/ / © Comouter Tape 5)
&

Oiher (Specify)
Nymber c L/ I QT_
10. ANNUAL ACCUMULATION
© Fig Drawer ()
O Merliim Ree: (s}
O Computer Tage(s)
O QOthet (Specify)
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1. FILE IS USED

o Daily 0O Weekly o Monihly

12, FILE BECOMES INACTIVE AFTER

o
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Month(s) Q  Yeosr(s)

13. CURRENT LOCATION(
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O Yes

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (f yes. specify 8gency of off«ce)

¢ No
Bse/fTe=e?
15. ACCESS RESTRICTIONS {If yes, zite low(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes 8 No o None O State 0 Fedesal

a independent

17. IS AN IRDEX SYSTEM USED? (I yes. expian briefly and
describe any hardware/soliware)

G Yes o No

18. RECOMMENDED RETENTION Pﬁf‘ MZA‘@W ﬁﬁ’/@é
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18, NAME AND TiTLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE
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(NSTRUGTIQNS - TYPE OR PRINY A SEPGRATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEOULE {0GS §50-1)
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3. UNIT

DEFINITION “Recordy Series - A gioup of related rocerds nomally fled and used ag o unit for reterence 13
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4. RECORD SERIES TITLE
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7. f::”w)ﬁ FORMAT(S)
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8. RECORD SERIES SEQUENCE

9. VOLUME /
Z e Drawer(s!
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: ) © Computer Tape(s)
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D=
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13. CURRENT LOCATION(S) (Bldg., Fi
i Bl = e Feory

14 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specily agency of office)

T

o
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15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
Yes o No o None o élm 0 Federal o :ndependenl

17. IS AN INDEX SYSTEM USED? (I yes. expiain briefly and
describe any hardware/soltware)

o Yes O No

18, RECOMMENDED RETENTION ,Qeﬁ%/,{) F = /W
Thew Dest7s By

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE
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(MSTRUCTIQNS ~ TYPE OR PRINT A SEPARATE FORM FOR EACHNEW | DEPARTMENT OF GENERAL SERVICES - AGENCY RECORDS INVENTORY
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. File Drawer(s!
O Lelter Size O - Micrafilm o Atphabetical : O Microfilm Reet (s)
’ © Comouter Tape 5)
© Legal Sze o Compuier Tepe umerical O Oiher (Spetify) oo

© Bound Bock O Floppy Disk O Chronsloges! Nuymber &//, 6:—
O Audio Tape 0 Video Tape . C Geographicat ) 10. ANNUAL ACCUMULATIOR
/ D Fi Orawer (1)
for soecty) LADEET T o a Otner (Spacy) S Meralim Reet (s)
’ O Computer Tape(s)
) ))?E_ . O Other (Spezify)

Number

1. FILE IS USED 12f FILE BECOMES INACTIVE AFTER

o Daily O Weekly o Monthly O  Month(s) C Yesr(s)

Number
URRENT LOCAIIONyIdg Floor, w F 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes specify agancy of office)
}4 ’ [ o VYes i c Mo

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes 8 No o None o éah S Federal O independent

17. 1S AN INDEX SYSTEM USED? (If yes explain bﬂeﬂy and
‘desaribe any hardware/soltware)

g Yes O No

19, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

E— T febin for 7 7R T




~ YYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SER(ES. FORWARD WITR RECORDS RETENTION
SCHEDVLE (DGS 550-1)

RECCRDS MANAGEMENT OIVISION
7275 WATERLOO ROAD
PG BOX 275 - JESSUP, MARYLAND 20794

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS [NVENTORY

Pageé ot

2. ovsion( DLk I7 y

O s/IPET™S .

3. UNIT

scordy Series - A group of related records normally filed sad used i unit for catesence as well 38 tetention and Gisposition purposes.

-/%/VWES ﬁl‘ S (ose) se<= p%@/‘//bﬂss/m)frz -
}
Mee7) /1%5 ,

4. RECORO SERIES TITLE C / 2% fd e %/D/V/y W
(22 = A

5. SANLIEST YEAR { LATEYEST YEAR

[P L BT

the types of information/documents/fomms found in the Series. Include ihe purpose of funcusn of ihe Seret)

7. RECORD SERIES FORMAT(S)
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[NSTRUCTIONS, -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 850-1)
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